On-line Tutorial Series

\ Module Five

Creating New

Records




Creating New Records

Option 1

3l == Accela civic Piatiorm > cosa

Welcome, Patricia

Q You have 61 Tasks {_J FILTER PAGES
1
2
oon
e YOUR PAGES  ALL PAGES Q  Filter pages 1 LaunChpad (#1)

Recent Clear ] 2 C“Ck Create NeW

My Tasks Record
SIG-ENT-PMT20-21100057 |
SIG-PMT-APP20-20800929 Record hyper“nk (#2)
SIG-PMT-APP20-20800745
SIG-PMT-APP20-20800916
SIG-PMT-REN20-219001...
SIG-PMT-APP20-20800917
SIG-PMT-APP20-20800924
FIR-FSP-APP20-22500836
FBL-19-00054
LIC-STA-APP20-14000206
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Creating New Records

\_/ Create one Record for all Parcels ‘_/ Create one Record for each Parcel

Select a record type

Search Record Type

>

N

AMENDMENTS ONLY

BUILDING
Residential - Garage Sale Application
Annual Maintenance Permit Application
MEP Trade Permits Application
Residential Fence Application
Residential Improvements Permit Application
Sign Permit Application

BUILDING AMENDMENTS

CODE

COMPLAINT

FIRE

LAND DEVELOPMENT

LICENSE

PROFILE

Cancel Help

Select Module

All Modules

3. The Select a record type

form displays (shown).

4. Click arrow to the left of

a module to expand the

module and view the

categories (#1).

5. Click the record -type

hyperlink to select a

record type (#2).
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Creating New Records

0
',

\_/ Create one Record for all Parcels

Select a record type

Search Record Type

- AMENDMENTS ONLY

 BUILDING

R R A R A R e

Residential - Garage Sale Application
Annual Maintenance Permit Application
MEP Trade Permits Application
Residential Fence Application
Residential Improvements Permit Application
@

BUILDING AMENDMENTS

CODE

COMPLAINT

FIRE

LAND DEVELOPMENT

LICENSE

PROFILE

Cancel Help Create Application 9

|'f_-\'| -~
‘! Create one Record for each Parcel

Select Module

All Modules

After clicking a record-type hyperlink,
selection is highlighted in blue
(shown).

The Create Application tab becomes
active (shown).

6. After clicking a record
type, selection

highlights in blue (#1).

/. The Create Application

tab (link) becomes

active (#2).

8. Click the Create

Application link.
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u@ https:/faccelatest.cosa.root.ci.sat bous/Tmode=submit&imodelld=&module=Building - New Record By - Internet Explorer = | 2 -

L Submit Save without Submit “alidate Ezimate Fee Reset Cancel Help
—
Record Detall (This S2ction /s "EI;"Jn'FE-E:'._:
d 1D Op
1304 m
-2 L =
Search Clear Get Parcel Address Locator XX GIS Locator GIS ~
------ Address Type falidat:
[+] —Select ] = [+]
'''''''''' Sirest Ma Type st Dire
Select-[v] lect—[v| Select— [v
Siate
pelling
Et'.--ﬂ
2Ci— ﬂ
(This q
Search Clear GIs -
L

The Application Intake form displays (shown). Scroll through the

form completing all required fields . Required fields are identifiable

by a red asterisk ( *). Click the Submit tab when through (shown).




Creating New Records

Option 2

3l ==X Accela civic Piatiorm > cosa 1. Launch pad (#1)

Welcome, Patricia 2. Click All Pages
Q You have 61 Tasks Q FILTER PAGES (#2)
@ € 3. Filter for Record

oono
ooo CREATE NEW RECORD YOUR PAGES  ALL PAGES Q Re

Recent Clear CUSTOM PAGE LOCATION

SIG-ENT-PMT20-21100057 Refund Addresses il C| |Ck Qecord

SIG-PMT-APP20-20800929
RECORD LISTS REPORTS

SIG-PMT-APP20-20800745 Service Request Reports

SIG-PMT-APP20-20800916 hyper Ink (#4) _
% Record 0

SIG-PMT-REN20-219001...

SIG-PMT-APP20-20800917  USER MANAGEMENT

SIG-PMT-APP20-20800924 Preference Management
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E Accela Civic Platform > COSA

Record

Menu v

Showing 1-20 of 200+

Lamy

Zayan

Lamy

O o o o o o O

Search New

LAND-CONTACT-13111
ADDR-AVAA-20-10100003
LAND-PLAT-20-11300005

ADDR-AVAA-20-10100002

LAND-CONTACT-11963

LAND-CONTACT-12236

Create By Form

Create From Model

Contact
nformation

Address
Verification and
Assignment

Minor Plat gnyusufokjjjfjds

Address
Verification and
Assignment

no flood

Contact
nformation

Contact
Information

GIS

Create a Set

v View Log v

Under
Review

Under
Review

Under
Review

5. The Record search page displays.

Click New (#1).

~CEACCELA

“USER958

“USERTS92

“USER958




Creating New Records

\_/ Create one Record for all Parcels ‘_/ Create one Record for each Parcel

Select a record type

Search Record Type

>

N

AMENDMENTS ONLY

BUILDING
Residential - Garage Sale Application
Annual Maintenance Permit Application
MEP Trade Permits Application
Residential Fence Application
Residential Improvements Permit Application
Sign Permit Application

BUILDING AMENDMENTS

CODE

COMPLAINT

FIRE

LAND DEVELOPMENT

LICENSE

PROFILE

Cancel Help

Select Module

All Modules

6. The Select a record type

form displays (shown).

/. Click arrow to the left of

a module to expand the

module and view the

categories (#1).

8. Click the record -type

hyperlink to select it
(#2).
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Save without Submit Validae Estimats Fee

Record Dedall « (Tiis saction /s reguied |
Record ID Opened Date
ozrwzoia B

Record Type
Application Name

AQONess  (TTvs SECH0N A5 MOl requivedl )

Clear Get Parcel Address Locator XY 515 Locator Gls

Address Type Status
—Select— —Select—

alidated

Pre Direction frest Nam freet Ty, Post Direction
-Se ¥

Unit/Suite Level Building

Zip Code

Description
check spelling
Lat
# Coordinate % Coordinats
‘alidated
—-E3k0- ¥
= [ TINS 58Cion s -"E."...'-'&:'_,
City Parcel # * County Property 1D Frimary
- %

Legal Description

check spelling

Parcel Area BCAD Geo D Homestead Exempt

BCAD Situs Address

check spelling

The APPLICATION INTAKE
FORM displays. Fields with a
red asterisk (*) are Required

Fields.

When submitted successfully,
BuildSA assigns a unique
identification number to the
application.

Always search for
Address/Parcel/Owner or
Contact before creating a new
one.




APPLICATION INTAKE FORM is divided into the following section:
A RECORD DETAIL

A ADDRESS The Application Intake
form does not advance
A PARCEL to the recordissuance
leveluntil all required
A OWNER flelds are completed.
A CONTACT

A CUSTOM FIELDS

A ASSOCIATED GIS FEATURES
A CUSTOM LISTS

A DOCUMENTS




SUubmit

Menu bars are located at top and bottom

of the APPLICATION INTAKE form.

Creates-a-new' Record ; «

SaveWinoul’] s
SUDITHI 3

SelVeSithe-IECOId aIf CAMPISHOR dt] ra EeMtHNELE A 1 SV -
ENPAFaryaNEMDEr IS @SSIGRE . USE tRE IS ROFARY [+ 1= 12"
NUMINEFE I0{SEATCIT « OF i1 & aDRHOAU Ok 1o CORTICTHE, 115 (=] (=N | #

Vallagaie.

DISplays-any,errors’in the form {or,correction-befere » = i1/~
yOU IcliCk SUubmiti| «

ESTIEHE 28

ProvidesHan ieStimateof Jie {E€ $-aSSOCIale: WHIBIIUS s B 4 11
VDE-B1 EECOLU 1« B

resel;

Clears-all fields: In the: Intake+ | = Ferim."

Bancel

-

Closa3s 062 et forY)aelin=0E kasinge 2 \:y data.

Help .

launches-a-helpmeny,with /more information about: - 1: 1«11}
Records-within | 'BUIIASA: &




Congratulations!

This concludes Moaule Five

Creating Records

/[t I s t/ me to test your recall ecée

&
Build ©SA




TEST YOUR RECALL

The Launchpad is the access point to creating new records. True False

Record Detall, Address, Parcel, Owner and Contact sections are standard on all
application in -take forms. True False

The Custom Fields and Custom Lists sections on the application in -take forms are
unique to the specific application type. True False

Required sections or fields in the application in  -take form are identifiable by a
red asterisk.  True  False



If you answered

Truee to all of the
guestions, you

answered correctly!

Time to begin
the next
mod u |




